New Mexico Environment Department
525 Camino de Los Marquez, Suite 1
Santa Fe, New Mexico 87505
Ph. (505) 476-4300 Fax (505)476-4375

INSTRUCTIONS FOR COMPLETING AQB ONLINE APPLICATIONS REGISTRATION
FORM AND ELECTRONIC SUBSCRIBER AGREEMENT

First Time Registration Users

If you have never completed an Electronic Subscriber Application and Agreement (ESAA)
AND have not submitted an application for the Excess Emissions Reporting (EER) and/or
the Air Emissions Inventory Reporting (AEIRS) in the past, you must complete the
following:

1. The application needs to be accompanied by a cover letter on letterhead of the authorizing
company. The cover letter must:
¢ Include the full name of the person requesting authorization
e Be signed by the authorizing company official
¢ Include a contact information, in case additional information is required by the Bureau

2. Complete the AQB Online Registration Form
e Sections I, Il, lllLA and Il1l.B must be completed

3. Electronic Subscriber Application and Agreement Form.
e Sections IV, V.A and V.B must be completed
e Sections V.A and V.B must be notarized

Returning Registration Users

If you already submitted an ESAA form and have access to EER or AEIRS (this applies to
users who only had access to one application or that are changing roles within the
applications), you must complete the following:

1. The application needs to be accompanied by a cover letter on letterhead of the authorizing
company. The cover letter must:
¢ Include the full name of the person requesting authorization
e Be signed by the authorizing company official
¢ Include a contact information, in case additional information is required by the Bureau

2. Complete the AQB Online Registration Form (you do not need to complete other portions

because the Bureau already has those on file):
e Sections I, II, IlIlLA and I1l.B must be completed
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DETAILED INSTRUCTIONS
ALL NEW AND EXISTING USERS
SECTION | — GENERAL OWNER AND OPERATOR, SUBSIDIARY OR CONTRACOR

INFORMATIONA: Owner Information:
Required. Please fill out all fields.

B — D: Operator, Subsidiary, or Contractor Name:
Only required if the Operator is different from the owner, or if a Contractor is requesting
authorization to submit electronic reports on behalf of the Owner. Please fill out all fields.

SECTION IlLA — PERSON REQUESTING AUTHORIZATION TO REGSITER FOR THE
AQB ONLINE APPLICATION(S)

Required. Please fill out fields.

SECTION IllLA — AUTHORIZING COMPANY OFFICIAL.

Required. Please fill out all fields.

Please note that the Authorizing Company Official cannot be the same as the Person Requesting
Authorization to Register for the AQB Online Applications (Section 11.A).

The Authorizing Company Official does NOT have to be the Title V Responsible Official.

SECTION IIl.B — ROLE AUTHORIZATION
Must be completed by the Authorizing Company Official.

1. Will the applicant in Section Il have Facility Administrator Rights:
Required. Select a box. By selecting YES, the applicant is authorized to be a Facility
Administrator and any other roles within the AQB Online Applications.

Facility Administrator: Every organization must designate one Facility Administrator (FA) and
at least one alternate. The FA manages the users from your organization by approving and
disapproving Submitters, Certifiers and Preparers of electronic documents in all the AQB
Online Applications.
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Other Roles within the AQB Applications are:

Air Emissions Inventory Reporting System (AEIRS) Submitter: This person enters data for
facilities and is authorized by the FA.

AEIRS Certifier: This person can certify a submittal and is designated by the FA. AEIRS
Certifiers are considered the owner, operator, or responsible official as defined by 20.2.70
NMAC.

Air Quality Bureau Compliance and Reporting (AQBCR) Certifier: This person can submit
and/or certify any electronic documents in the AQBCR application. For AQBCR Routine
Reports, the Certifier must be a responsible official when submitting Title V reports (ACCs and
Semi-Annual reports). The certifier cannot be a third-party consultant for the facility, except
when submitting Excess Emissions Reports (EERS).

This person is designated by the FA.

AQBCR Preparer: This person cannot submit the report to the Bureau. It must be reviewed,
certified and submitted by the Certifier. The Preparer can be company’s staff or a third party
consultant. The Prepared is approved by the FA.

2. Is the applicant in Section Il | a Responsible Official for Title V:
Required. Check Yes if the applicant in Section Il is listed as the Responsible Official for
Title V with the Air Quality Bureau?
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THE FOLLOWING SECTIONS ARE REQUIRED FOR NEW USERS ONLY

SECTION IV — ELECTRONIC SIGNATURE AGREEMENT

Required for new users. Please type or print your name in the field at the top of the page.

SECTION V.A — CERTIFICATION BY PERSON REQUESTING AUTHORIZATION TO
SUBMIT ELECTRONIC DOCUMENTS

V.A.1 — Please type or print your name

V.A.2 — Please include your job title

V.A.3 — Please type the date you are having the document notarized.

V.A.4 — Please sign in front of Notary.

V.A.5 — Please type or print name of your company or organization

V.A.6 — Check Yes, if you are listed as a Responsible Official for Title V with the Air Quality
Bureau.

SECTION V.B — CERTIFICATION BY AUTHORIZING COMPANY OFFICIAL

V.B.1 — Please type or print your name

V.B.2 — Please include your job title

V.B.3 — Please type the date you are having the document notarized.

V.B.4 — Please sign in front of Notary.

V.B.5 — Please type or print name of your company or organization

V.B.6 — Check Yes, if you are listed as a Responsible Official for Title V with the Air Quality
Bureau.
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MAIL FORMS TO:

New Mexico Environment Department
Air Quality Bureau
525 Camino de Los Marquez
Santa Fe, New Mexico 87505
Attn: CROMERR ESA

IMPORTANT:

The AQB Online Application Registration Form must be accompanied by a cover letter on the
letterhead of the authorizing company.
The letter must include the name and company of the Person Requesting Authorization to
Register for AQB Online Applications in Section II.

Please indicate in the letter whom to contact if additional information is required.

The letter must be signed by the Authorizing Company Official in Section III.A

REQUEST FOR APPROVAL

GENERAL

Al i @S:rﬁep;)dlgzanons Registration Form and/or ESA accompanied by cover letter on company [ Yes [ No

A.2 I Cover letter signed by authorizing company official? [ Yes [ No
AQB ONLINE APPLICATIONS REGISTRATION FORM ] Not Applicable

B.1 Fields in Sections I.A, Il and llI filled completely (Section I.B, C & D required if applicable) [ Yes [ No

B2 :ﬁr’g person requesting authorization in Section Il different from Authorizing Official in Section [J Yes [ No

B.3 Names in Section Il and IIl.A match the names in the cover letter [ Yes [JNo

B4 gﬁ?”t:?e person requesting authorization sent the ESAA registration form or does he/she have one [J Yes [ No

C.1 | Requestis: [J APPROVED [] DENIED

Cc.2 If denied, explain below:
ELECTRONIC SUBSCRIBER APPLICATION AND AGREEMENT (ESAA) FORM [ Not Applicable

D.1 Name of person requesting authorization type or printed in Section IV [ Yes [ No
D.2.1 | Section V.A.1, 2 & 3: Name of person requesting authorization typed or printed, Title, Date? [ Yes [ No
D.2.2 | Section V.A.4: Signature of person requesting authorization? [ Yes [ No
D.2.3 | Section V.A.1 & 4: Signature of person requesting authorization matches name typed or printed? [ Yes [ No
D.2.4 | Section V.A: Signature of person requesting authorization is notarized? [ Yes [ No
D.3.1 1 Section V.B.1, 2 & 3: Name of authorizing company official typed or printed, Title, Date [ Yes [ No
D.3.2 | Section V.B.4: Signature of authorizing company official? [ Yes [JNo
D.3.3 | Section V.B.1 & 4: Signature of authorizing company official matches name typed or printed? [ Yes [ No
D.3.4 | Section V.B.5: Name of company or organization is typed or printed? [ Yes [ No
D.3.5 ! Section V.B: Signature of authorizing company official is notarized? [ Yes [ No
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